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Reviewing a Central File

Components of a Central File (C-File)

* Case Summary

* Legal

* Classification Chronos
* Disciplinaries

e General Chronos

Miscellaneous
Detainers
Parole

BPH

Confidential — 15 CCR
2235




Board of Parole Hearings

STATE OF CALIFORNIA
CDC 261 (Rev. 12/02)

A

DEPARTMENT OF CORRECTIONS

ORDER OF FILING

CASE SUMMARY:

©DC 261, Order of Filing

2 GDG 112, Chronclopioa istory
3. Legal Siahus Summary wih appicabl Cacuaton Shosts
4 CDC 916, Time Credit Waiver (PC Section 2
5. CDC 1810, Notification of Credit Eaming mer-g-mmy PC Section 2633.5
6 Probation Officer's Report (POR) and/or PC Section 1203.01 statement on all active cases, Police/Arrest Reports in lieu of POR
7. Social Factors
8 Institutiona Staff Recommendation Summary (ISRS)
9. CDC 816, Reception Center ReAdmission Summary
10. Penal Code Section 1170(d) Reports
1. Penal Code Section 1203.03 Reports
12. Penal Code Section 3002 Reports
13, Other related forms and documents
LEGAL DOCUMENTS:
1. CDC 801, Notice of Detainer (retain while inmate is out to court; purge upon retun) and Removal Order (move to Other related forms
upon inmate’s return)
2 CDC 1130, LPU Documents Transmittal (when court responds, file with legal correspondence below)
3. COC 1151, Audit Checksheet
4 CDC 819, IPA Personal Information Disclosure Log
% CDG Fonms 1407 & 1497-A. nmale Reatiution Catction (most recent on top)
6 Minute Order -
7. Abstract of Judgment Docs o 7 oo op
8 Appeliate Court Decision
9. Court Remitters Use COC File Divider, Logal f
10, Sentencing Transcript
11, CDC 1840, Time Credit Notice one AOJ, pi for the case
12, Information/Complaint numbers on the AOJ.
" m.m Cm:‘(:ndnr divider sheet) Whan a case number i discharged, enter the discharge date on the battom of the
15, CDC 123, Body Receipts on drop iy
16, FD-249, Fingerprint sk drop
17. BCII 8208, Record BCII 8105 COC (under fingerprint cards on drop)
18. CDC 7377 or COC 1884 SVP Screening, SVP memos & information on drop.
19 Other related forms and documents
CLASSIFICATION:
1518 COC 108 s Clomiolor st Sheet
2 840, Score Sheet; CDC 839, Score Sheet
i e o\m Foreign Treaty 8. o 830, Transfer Treaty I i Dwier |
4. CDC 830, Transfer Questionnair L
5 802, Interstate
6. MSFICCRC Screening Form
7. COC 812, 812-A andlor 812-B, Notice of Critical Case Information [[Piace all COC Forms 812 under CDC Form 3020-C, File Divder |
8 CDC 12881, Notice of Classification Hearing on CDC 108-A, Chrano Sheet- Classification
. CDC 114-D, Order and Hearing Placement in Segregated Housing
10.  CDC 816-A, Detention Processing Unit
11, AlCDC 128 teletypes on a COC 108-, Ch
12. Other retated forms and documents
DISCIPLINARY:
1. CDC 804, Notice of Pending COC 115 (Purge upon receipt of corresponding CDC Form 115)
2 51000 415 feas Violation Reports wiattached Incident Reports; COC 628-A, 629-B, 1879, 1030 and DA responses.
3 or
4 coc 128-As on CDC Form 108-A, Chrono Sheet Disciplinary
5 related forms and docume
GENERAL CHRONOS:
1. CDC 1845, Disability Veriication
2. COC 1882, Inttial Housing Review e =5
3 C0G 1882, Genwrs Popdlan Double Cat Review ‘grouped together, most recont
4. CDC 1882-8, ASU/SHU Double Cell Reviel date on top, and in the order spocified
5 GOC 126. Ghronos on @ CDC 108-B, Chrono Sheet Medical
6 AllCDC 1285 (except for those pertaining to classification, disciplinary, medical, education and work) on a CDC 108-Chronological Record
7. AICDC 101 and 128, F, L, M Chronos on a CDC 109 Work Report/Education
8 COC 191, Timecards on drop.
9. Other related forms and documents
mscE\.LANEcus
COC 127, Notification in Case of Inmate Death, Serious Injury or Serious lliness-ahways place on top
602, Inmate/Parolee attached CDC 1031, 1032, 1033 Computation Review Hearing
COC 7219, Medical Report of Injury or Unusual Occurrence
RRquaEs Lo | Nvsw NGO Ot iene Place documents In this section In the order recaived excapt for
CDC 601, Temporary Community Leave CDC Form 127 and Discharged Cum Sums/Time Collections.
COC 1604, Work Furlough Release ader a divider
COC 1872, Joint Venture sheet.
COC 415/415-E, Community Prisoner Mother Program
COC 1890, Voluntary Placement Agreement Family Foundation Program
CDC 345, Authorization for Director to Maintain Trust Account
Miscel nce
Inactive case(s) Legal Status Summary, Cum Sum and Time collection on Same Inmate Number
Other related forms and documents
DETAINERS:
1. Cl&land FBI rap sheets
2 850 & COC 8508, Detainer Summary & CDC 850, USINS Detainer Place ail documnts relating to a hold or notice under a
3. Detainers (all documents related to a specific detainer together) [ '5C Form 3020.0, il Divide, inthe order specifed.
4 COC 681, inmas Nokfcaion & Agency Ackowedgment of Defainer Recelot
5. PC 1381/1389, Demand for Tria
6 CDC 616, Request for Dnsanmu« of Probation Waiver
7. CDC 1704, Request for Transfer in re Stolker
8 CDC 1899, Waiver of Court Appearance-Retur to Sending State
9 CDC 863, Notice of Release (o Parole
DETAINERS, continued on back

STATE OF CALIFORNIA
CDC 261 (Rev. 12/02)
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Reviewing a Central File

DEPARTMENT OF CORRECTIONS.

DETAINERS continued:
10. Al Non-Confidential Requests and Notices of Release under COC Form 3020-E, File Divider

CDC 1895, Request for Dismissal Pursuant to CA Vehicie Code Section 41500

12, Other related forms and documents.
PAROLE:

Death Cerffications-Death Certficate or Coroners' Report or Proof of Death Letter or COC 1502
Discharge Documents

Parole Violation/Activity (Parole Incident) Reports

Parole Outpatient Ciinic Report

COC 1018, Notice of Return to Prison

CDC 102, Release Statement and Clothing Authorization
€OC 1515, Notice and Canditions of Parole

€DC 1121, Notice of Release Date and Residence Pian

Place documents in this section I the order received,
most recent date on top.

rogram
um of Registration Munm‘nl (558047, S58048, SS8049)
Other related forms and

BPT AND NAEA:
A.__MENTALLY DISORDERED OFFENDERS (MDO) Place documents under CDC Form 3020-F, File Divider

PR AN

BPT 1135, Miscellaneous Deck
MDO Screening form

BPT 1073, 1073A, 1073(b), 1074, Reasonable Accommodation Forms
BPT 1400, Certfication Review

BPT 1410(a), Notice of Right to Certification Hearing-Acknowiedgment
BPT 1415, Summary of Mentally Disordered Offender Hearing-Decision
BPT 1420(a), Notice of Right to Placement mmng-Admmoqmml
BPT 1460(a). Notice of Righ to Annual Review Hearing-Acknowledgment
BPT 1470, Waier of Appeatance Mentaly Disordered Offender Hoarng

Use the appropriate File Divider to separate
the parts of this section.

Documents 1o be grouped in specified order
by action/hearing date, most recent hoaring
date on top.

B._SEXUALLY VIOLENT PREDATORS (SVP) Place documents under CDC Form 3020-G

SVP BPT 1103A, Summary of Probable Cause Hearing
BPT 1135, Miscellaneous Decision, SVP BPT actions for num o9 lmlrmgs
BPT 1073, 1073A, 1073(b), 1074, Reasonable

. PAROLE VIOLATIONS Place doeumems under CDC me 3020-H

BPT 1135, Miscellaneou:
BT 1103, Surmmary of Revocation Hearing and Decision
BPT 1104, Summary of Revocation Decision: Hearing Waived/Screening Offer
BPT 1104(b), Parolee-Attomey Decision Form
BPT 1104(c). Inmate/Parolee Waiver Form
1080, Notice of Date, Time and Place of Hearing
BPT 1101, Waiver of Revocation Hear
BPT 1101A, Parole Revocation/Extension Hearing-Waiver of Appearance
BPT 1102, Absconders Arrested Out of State: Walver of Extradition and Waiver of Revocation Hearing
BPT 1102A, Absconders: Waiver of Personal Appearance at Revocation Hearing Parolee-at-Large: Time Lost
BPT 11028, Walver of Hearing Right: Participation in Live-In Program as a Special Condition of Parole
BPT 11044, Screening Offer Statement

BPT 1083, Attomey Determination

BPT 1100(b), Request for Witness

BPT 1073, 1072A, 1073(b), 1074, Reasonable Accommodation Forms

BPT 1100(a), Notice of Right to Revocation Hearing-Acknowledgment

BPT 1100(d), Notice of Probable Cause Hearing-Acknowledgment

BPT 1101B, Waiver of Revocation Extension Hearing

BPT 1120, Revocation/Extension Hearing: Reasons for Reschedule or Cancellation
BPT 11354, Report of In-Custody Misconduct

CDC 872, Parole Revocation Proceedings Report-Psychiatric Treatment; CDC 872A, Psychiatric Treatment, Continued
CDC 873, Evaluation for Parole Revocation for Psychiatric Treatment
Other related forms and

documents
APPEALS Place documents under CDC Form 3020-|

BPT 1041, Appeals Unit Decision on Appeal

BPT 1043, Inmate/Parolee Appeals Screening

BPT 1074, am of Reasonable Accommodation Request and Grievance Process
BP 1040,

. LEGAL S'TATUS REVIEW Place documents under CDC Form 3020-J
Hearing

for Legal Status Review

A PRISONERS Place documents under CDC Form 3020-K

BPT 1016, Summary Of Rescission Hearing and Decision

BPT 1017, Summary Of Rescission Hearing and Decision-Non Disciplinary
BPT 1015, Notice of Right to Rescission Hearing

BPT 1137, Five Year Denial Review

BPT 1073, 10734, 1013(!:), 1074, Rnwmu Accommodation Forms
BPT 1087, Notice of Hearing, Date Change

BPT 1087A, B, C, mmmwnam ses

BPT 1009, Life Prisoner: Documentation Hearing

Other related forms and documents

MICROFICHE ON ACTIVE CDC NUMBER

MICROFICHE & HARD COPY of Discharged Files

AD SEG: Manila Folder containing CDC 114As

CONFIDENTIAL (includes PC 3058.8, BPT 1087D, CDC 812-C): folder attached to inside of back cover
PHOTOGRAPHS: Attached to inside of back cover

CDC Form 261



Q Ol [arOl€ [€arings A
=
7= /S, X
&[5 A NE
1S e Z

Reviewing a Central File

Going Paperless!

e Women’'s institutions

e (Conversion for the men’s institutions

e Disk and Terminal
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Materials Made Available
to Attorneys

Hearing Packets (aka Board Packets)

Cumulative Case Summary

Board Reports

Psychiatric Reports — 15 CCR § 2240
Prior Decisions

Notices and Responses

Legal Documents

Miscellaneous

NS



Board of Parole Hearings

BOARD OF PAROLE HEARINGS
LIFE PRISONER PAROLE CONSIDERATION HEARING CHECKLIST
Initial Hearing
| ] Subsequent Hearing
All life prisoner hearing packets are to be divided into the following seven major categories. Within cach category,
similar, documents should be filled together in reverse chronological order, beginning with the most recently dated docum
Lo ] Cumulative Case Summary
2. | Board Reports (All)
3. [ Psychiatric Reports (All)
4 Prior Dy (Adult Authority, Ci y Release Board, Board of Parole Hearings) (All)
S, Notices and Responses, including
= I Notices and Responses (This hearing only)
i+t Official Letters (Since last hearing)
! ‘ Opposition Letters (Since last hearing)
._J Supporting Letters (Since last hearing)
|| Letters of Employment (Since last hearing)
L - — po— —
6 | | Legal Documents, including: (All active cases)
[ Probation Officer's Report
Arrest Reports
[] Autopsy Reports
| Abstract of Judgement
[ ] Minute Order
[ Charging Documents
[ Appeltate Decisions
l Sentencing Transcripts
] 120301 P.C. Statement
1 Ber (Non-confid: only)
m Other
7 ‘— Miscellancous, including
: B Crime Partner’s Last Hearing Transcript & Decision Face Sheet (1f applicable)
J | Notice of Hearing Rights (This hearing only)
l | ADA Reasonable Accommodation Notice and Request BPT 1073 & 1073(a) (This hearing only)
Listing of All Disciplinary Reports
L—] Listing of All Counseling Chronos
| Diplomas or Certificate of Completion (Since last hearing)
[ Laudatory Chronos (Since last hearing)
[~ Chronos for Participation in Self-Help or Other Activities (Since last hearing)
(J Other nonspecific, but pertinent infc developed since date of lust hearing
Checklist and packet reviewed for completenessby = CCRA Date
Checklist and packet reviewed for completencss by — == CCRA Date
NAME " CDCNUMBER — INSTITU
BPH 1008

STATE OF CALIFORNIA

Materials Made Available

to Attorneys

BPH Form 1008
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Materials Made Available
to Attorneys

[Late Mail Folder

* Presented at the hearing

* Received after the packets sent out

* Usually contains letters
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) Client Interviews

Client Interviews

* Meeting with a client

— Gate Clearance
— Check Institution Status Day-of

* Review Hearing Packet

e Review DECS for communication issues
* Review C-File

e Bring WSPers form

* Meet at least 45 days in advance
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Waivers, Stipulations,
Postponements and Continuances

Waivers, Stipulations, Postponements and
Continuances

“The rights and interests of all persons properly
appearing before a [B]oard [of Parole Hearings] life
parole consideration hearing are best served when
hearings are conducted as scheduled.” (15 CCR §
2253(a).)

Four Ways a Hearing Can Be Delayed (15 CCR § 2253):

1. Voluntary Waiver

2. Stipulations of Unsuitability

3. Postponements

4. Continuances
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Waivers, Stipulations,
Postponements and Continuances

Waivers
e 15 CCR §2253(b)
e Waive for 1, 2, 3, 4 or 5 years

* May only waive 3 consecutive parole hearings

e Presumed valid if submitted to the Board 45
days or more prior to hearing

* Presumed invalid if within 45 days of hearing
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Waivers, Stipulations,
Postponements and Continuances

Stipulations
e 15 CCR §2253(c)(1)
e Governed by Marsy’s Law denial lengths

Postponements
e 15 CCR § 2253(d)
e Atrequest of prisoner or at panel’s own motion

* Upon a showing of good cause, a prisoner can
seek to resolve a relevant matter
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e Waivers, Stipulations,
Postponements and Continuances

Continuances

e 15 CCR §2253(e)
Good Cause

* Required for postponements, continuances and
waivers within 45 days of a hearing

* “[A] finding by the board based upon a
preponderance of the evidence that there is a
factual basis and good reason for the decision

made.” (15 CCR § 2000(b)(50)
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Waivers, Stipulations,
Postponements and Continuances

Examples

1. An attorney is at a hearing and asks the Board to postpone the
hearing because she has a meeting scheduled later in the day that
she might miss if the hearing goes forward. Does this request meet
the requirements for a postponement?

2. Aninmate was accepted to a transitional house and plans to parole
there. However, the week before his hearing he was contacted by
the transitional house and told that they no longer have a spot for
him. As a result, the inmate would like to postpone his hearing to
arrange new parole plans. Does this request meet the requirements
for a postponement?
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DAYS PRIOR TO
NEXT HEARING NLT|
DATE OR
SCHEDULED
HEARING DATE

ACTION

210-240%

Pre Board Audit

215*

CC llIs notified of cases which require counselors assigned in LSTS

210"

Notification to counseling staff regarding Board Reports

180~

Inmate Rights Packets due in the Case Records Office

180"

BPH Form 1073 due in the Case Records Office

150

BPH to notify institutions tentative calendars available in LSTS

135

Institutions notify BPH of any updates tc the tentative calendars

120

BPH notifies institutions final calendars available in LSTS

120

BPH to appoint inmate attorneys (if applicable)

120*

Completed Board Reports and Post Conviction Progress Reports due
in the Case Records Office

120

Psychological evaluations due in the Case Records Office

95

PC 3042 and PC 3043 notices to be prepared and sent

65t0 75

Life hearing packets mailed to District Attorney, inmate's
attorney/inmate(if no attorney) and BPH

60

Qlsen Review

60

Deadline date for life hearing packets to be received by the District
Attorney's Office and the inmate's attorney/inmate (if no attorney)

10

Deadline date for District Attorney's Office and inmate's attorney or
inmate if no attorney to receive additional hearing packet material

10

Deadline date of inmate to receive copy of non confidential opposition
letters and responses to Penal Code Section 3042 and 3043 notices
for the current parole consideration hearing

5§to7

Final review of life hearing packets

*Number of days prior

to next hearing NLT date

Hearing Timeline



Hearing Timeline
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